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 INSTRUCTIONS FOR FORM 760 
 Request for Social Security Information & Information Exchange 
 
 
PURPOSE:   Form 760 is used to request information from the Social Security 

Administration and to report information to Social Security. 
 

    Form can be used for obtaining information on benefit amounts and 
status, coverage group, to notify of death or entry into a nursing home, 
discrepancies in benefit amounts, etc.  

 
 
PREPARATION: Prepare an original and one copy. 

1. The local office worker signs name, dates, and enters title,  phone 
number, and Fax number. 

 
2. Enter the individual's full name (first, middle, last) and Social 

Security number. 
 

3. Check box(es) for which you need information verified by Social 
Security.  Whenever "Comments" is marked, describe the problem 
and indicate the type of information needed. Attach any 
documentation which will identify the problem. 

 
 
DISTRIBUTION: Forward the original to the Social Security Administration by Fax or 

mail. Retain a copy in case file until original is completed and returned 
to local office. 

 
 
RETENTION: Three (3) Years. 
 


